
10
/2

0/
08

 0
5:

30
 P

M

Winter 2009

Paper-Pencil
District and School

Test Coordinator Manual



Page ii Winter 2009 ISAT Paper-Pencil District and School Test Coordinator Manual

Copyright © 2009 by Idaho State Board of Education

10
/2

0/
08

 0
5:

30
 P

M

Winter 2009
ISAT Important Dates

DATE EVENT

November Communicate test schedule to schools in district.

December Schedule training session(s) with test administrators 
to review the testing procedures.

December 8–January 23 ISAT Testing Window

January 16 Last day to order materials

January 23 Return materials to DRC for scoring. 

Cover photo used with permission from the Idaho Travel Council.
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General Information

Introduction

The Idaho Standards Achievement Tests (ISAT) are developed specifi cally for Idaho. The ISAT 
Exit Exam Retest is administered to students in grades 11 and 12 who have not yet passed the 
ISAT. 

Data Recognition Corporation (DRC) along with the computer delivery vendor, Computerized 
Assessments and Learning (CAL), are the providers of the ISAT Program. 

This Paper-Pencil District and School Test Coordinator Manual provides the guidelines and 
procedures for distribution, collection, and return of materials for the ISAT. This document 
is not a test manual. Information concerning the contents of the ISAT and instructions for 
administering the paper/pencil and special versions are found in the Paper-Pencil Test 
Administration Manual. 

Test Administrators are strongly urged to become thoroughly familiar with the Paper-Pencil Test 
Administration Manual before the fi rst day of testing. However, test items in the test booklets 
and answer documents are secure and may not be read by anyone before, during (except for 
the student testing), or after the test administration. 

Teachers, Proctors, Test Administrators, or other testing personnel may not read test items 
aloud, silently, to themselves, or to another individual, unless it is specifi cally required to provide 
a documented accommodation to an individual or student group. Parents/guardians may not 
read test items under any circumstances.

Testing Dates

The Winter 2009 ISAT is to be administered December 8, 2008–January 23, 2009. 

Scheduling the Winter 2009 ISAT

For scheduling purposes, each content area of the ISAT will take about 60–90 minutes to 
complete. Students who fi nish early may read or sit quietly until the end of the test session.

Under no circumstances should a test be started unless there is enough time to complete 
it. Students may be given additional time if needed, but additional time must be given as an 
extension of the same testing period, not at a different time.
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Accommodated Materials

Paper/Braille/Large Print
Note: Information regarding the audio accommodation for mathematics is located in the online 
Winter 2009 ISAT Test Administration Manual on the Testing Main Page at 
http://isat.caltesting.org/.

The accommodated materials available for this administration are paper versions, large print 
versions, and Braille versions for each content area. These are the only accommodated 
materials provided for this administration. The student’s Individualized Education Program 
(IEP) will determine which content areas and accommodated versions are needed for this 
administration.  

These materials are considered accommodations and are only available for special education, 
English Language Learners (ELL), and Section 504 students. Special accommodations may be 
necessary when administering the test to these students. Please check the student’s IEP for 
special accommodations that may be needed.

To order accommodated materials, you must email the following information to the ISAT 
Project Team at ISAT@datarecognitioncorp.com by January 16, 2009:  

District Number

School Number

Student Name

Student ID

Student Grade

Type of Material Needed (Paper, Large Print, or Braille) 

Content Area(s)

DRC will send these materials to districts beginning December 1, 2008, depending on when 
the order is received. No orders for accommodated materials will be accepted after 
January 16, 2009.

○

○

○

○

○

○

○
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In addition to ordering accommodated materials via email, each student must also be identifi ed 
in the Student Editor by content area for each accommodated material needed. This information 
must be entered by January 23, 2009. 

1 To use the student enrollment fi le to update the accommodation information, include 
local student ID, school number, student grade, and indicate accommodated materials 
used for each student in columns AD, AH, and AL of the student enrollment fi le. The fi le 
can then be uploaded via the ISAT Website.

2 To manually indicate accommodated materials used for each student via the Student 
Editor:

Log in to the ISAT Website

Click on “Data Tools”

Click on “Student Editor”

Choose the content area and any other information needed to identify the student

Click on “Accommodations” in the blue box

Choose “P-paper test”, “L-large print”, or “B-Braille” from the drop-down menu in 
the “Accd 1” fi eld

Check the “Edit” box to the left of the “Local ID” fi eld

Click “Save Changes”

○

○

○

○

○

○

○

○
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Precode labels containing student name and demographic information will be shipped with your 
order.  Any changes made to this data in the ISAT Student Editor before January 23, 2009 will 
be refl ected on the score reports and data fi les.

Paper Version Administration and Handling Information
Students will respond directly onto an answer document.

Bundle the paper version and answer document with all test materials to be returned to 
DRC for scoring. These are secure materials.

NOTE: If a transcriber was used, the answer document must bear the signature(s) of the 
transcriber(s) and the transcription date on the inside front cover.

Braille Version Administration and Handling Information
Students use a Brailler.

Transcribe student responses onto an answer document.

Bundle the Braille version and answer document with all test materials to be returned to 
DRC for scoring. These are secure materials.

NOTE: Answer documents must bear the signature(s) of the transcriber(s) and the 
transcription date on the inside front cover.

Large Print Version Administration and Handling Information
Students mark responses directly in the large print test booklet.

Transcribe student responses onto an answer document.

Bundle the large print version and answer document with all test materials to be returned 
to DRC for scoring. These are secure materials.

NOTE: Answer documents must bear the signature(s) of the transcriber(s) and the 
transcription date on the inside front cover.

○

○

○

○

○

○

○

○
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Test Security

District Test Coordinators (DTCs), School Test Coordinators, and Test Administrators share the 
responsibility for ensuring that all test materials and student responses are handled securely 
and confi dentially in accordance with security procedures. The ISAT is to be administered by 
professional staff members who have been oriented in the proper test administration procedures 
for the ISAT used in the school.

Nondisclosure of Test Contents – The test content is not to be viewed by anyone prior 
to the test administration. Only students being tested are allowed to access the test at the 
time of testing. Once a test is started during test administration, only the student taking the 
test is allowed to view that student’s test booklet and answer document. 

Secure Testing Materials – Test Administrators are expected to ensure that the 
Paper-Pencil Test Administration Manual is not left in the open or in unattended areas. No 
testing materials are to be reproduced. No test materials are to be accessed outside 
the school building except under approved conditions; contact the Idaho Offi ce of the 
State Board of Education (OSBE). The following materials may be provided to students 
during the test administration:

Scrap paper: Blank scrap paper and a writing instrument may be provided to students 
for any test.  

Mathematics Reference Sheet: A Mathematics Reference Sheet is provided in the back 
of the test booklet and in the back of the Paper-Pencil Test Administration Manual. Test 
Administrators may provide clean, hard copies of this reference sheet to students. 

All test booklets and answer documents, both used and unused, will be inventoried by 
DRC upon receipt for scoring. Results of the inventory will be provided to OSBE and to 
each district. To prevent any problems with the return of materials, Test Administrators 
should inventory materials immediately after every test session and store test materials 
securely before and after their use. Every test booklet and answer document, both 
used and unused, must be accounted for at all times. 

Test Security Agreement – All district and school level personnel who are working 
with any ISAT materials must complete a Test Security Agreement. The Test Security 
Agreement can be found on page 13 of this manual. This form may be reproduced as 
necessary for your district.  At the minimum, the following individuals must review and sign 
a Test Security Agreement:

District Test Coordinators

School Test Coordinators

Test Administrators/Proctors who are in the classroom during an ISAT administration

DTCs are responsible for these completed forms. These forms must be completed and 
stored at the district offi ce for two years.  The OSBE will randomly audit these forms each 
administration.

Proctors – The assistance of a Proctor is essential. The ratio of one adult for every 12–15 
students is recommended in the testing room. Teachers’ aides may be used as Proctors.

○

○

•

•

○

•

•

•

○
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Invalidating a Test

The ISAT administration must adhere to the Test Coordinator’s Guide for Federal and State 
Assessments. If the Test Administrator or Proctor believes the integrity of the ISAT has been 
compromised, the test booklet and answer document should be collected and the student 
removed from the testing location. The school principal will determine if the student test will 
be invalidated. Possible reasons to consider invalidating a test are:

The student receiving help from another student;

The student randomly marking answers without reading the presented material;

The student refusing to take or continue the test;

Test Administrators, Proctors, or other adults in the room explaining test items to students;

Test Administrators, Proctors, or other adults in the room reading words or passages to 
students;

Test Administrators, Proctors, or other adults in the room pointing to or suggesting the 
correct response;

The student using a calculator on a non-calculator portion of the math test;

Copying, highlighting, or any other modifi cation of the test booklet.

If the school principal decides to invalidate the test, it is the School Test Coordinator’s 
responsibility to invalidate the test in the ISAT system.  

NOTE: If a student’s test is coded for an adaptation, DRC will automatically invalidate the 
student’s test. You should NOT use the Invalid code for students coded with an adaptation.

To invalidate a test:

Log into the ISAT Website

Click on “Data Tools” 

Click on “Student Editor”

Choose the content area and any other information needed to identify the student

Click on “Testing” in the blue box

Choose “03-Invalid” from the drop-down menu in the “Not Tested/Invalid” fi eld

Check the “Edit” box to the left of the “Local ID” fi eld

Click “Save Changes”

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○
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Roles and Responsibilities of the District Test Coordinator

Receive Test Materials

The test materials are shipped to the DTC.

1 Select a secure storage space for test materials.

2 Move materials beyond the drop site to a secure location. The shipping representative 
will only deliver materials directly inside the door of the specifi ed shipping site.

3 Retain the original shipping boxes. You will need these boxes to return test materials; 
however, you may also use other boxes to ship materials if this becomes necessary.

Inventory Test Materials

1 Confi rm the materials received as identifi ed on the District Packing List. You will be held 
responsible for all of the materials on this list. It is your responsibility to make sure you 
have received all items.

2 Contact the ISAT Project Team at 1-866-572-2050 or ISAT@datarecognitioncorp.com 
if any boxes are missing or if you receive boxes that should have been delivered to 
another district.

3 Arrange for the distribution of test materials to each school.

4 ALL SCHOOLS MUST INVENTORY THEIR MATERIALS. If any materials are missing, 
notify DRC via email at ISAT@datarecognitioncorp.com or via fax at 763-268-3033.
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Return Test Materials

1 Receive boxes of test materials from each participating school in your district.

2 Ensure all boxes are sealed and place a green return shipping label on each box.

3 Schedule the pickup of your district and school boxes by calling DRC at 866-572-2050. 

NOTE: If materials are not returned on (or before) January 23, 2009, DRC cannot guarantee 
on-time delivery of score reports for those materials.
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Roles and Responsibilities of the School Test Coordinator

Receive and Inventory Test Materials

1 Check the quantities of materials received. It is very important to make sure there 
are suffi cient materials for the students scheduled to take the test. Notify your DTC 
IMMEDIATELY if you are missing any items.

2 Verify you have all the materials you will need to test students whose IEP requires a 
special accommodated version of the ISAT. 

3 Once materials have been inventoried, notify the DTC if any materials are missing, 
damaged, or if the school needs additional materials.

4 Retain the original shipping boxes for returning test materials. If you need additional 
boxes, you may use any sturdy box to return the materials.

Assemble Test Materials for Return

To prepare test materials for return to the district offi ce, each School Test Coordinator should 
carefully follow these steps:

1 Collect all test materials.

2 Separate the test materials into the following groups:

answer documents to be processed;

answer documents with a “Do Not Process” label;

test booklets;

all unused test booklets and answer documents—be sure no answer documents are 
placed inside of test booklets;

all test manuals; and

scratch paper, mathematics reference sheets, or other disposable materials.

3 Review each answer document cover to make sure that a label has been applied to all 
answer documents that are to be processed. A precode label must be applied to all 
answer documents that are to be scored. If a document does not have a label, it will 
NOT be scored.

For those answer documents that contain a precode label, the bubbles on the answer 
document cover should not be fi lled in. If bubbles are fi lled in, the precode label will 
override the bubbles.

○

○

○

○

○

○
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4 Review the answer documents to make sure they are ready for processing. Documents 
must be free of bent corners, folds, and clips. Erasures must be clean.

5 Remove any loose paper from the answer documents.

6 Package all used and unused answer documents in the shipping boxes you received 
when the test materials arrived. If you run out of the original shipping boxes, you may 
use any sturdy box to pack the remaining materials.

7 Place newspaper or other packing material in the top of each box, if needed, to keep test 
materials immobile during transit. Securely seal the boxes.

8 Return all boxes to the DTC.

9 Destroy all Paper-Pencil Test Administration Manuals, Paper-Pencil District and School 
Test Coordinator Manuals, scratch paper, and other disposable materials.
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Contact Information
If you have any additional questions not covered in the manuals, please review the additional 
support documentation available on the Documentation page of the ISAT Website at http://isat.
caltesting.org. If you would like to contact the ISAT Project Team, you may call 1-866-572-2050 
or email ISAT@datarecognitioncorp.com.

DRC representatives will always try to answer your questions when you call. If they are not 
able to answer your questions immediately, they will return your call within 24 hours. The 
representatives will log each call and record the nature of the question or problem reported, 
whether a resolution has been made, and whether a return call is needed.

Representatives are available from 7:00 AM to 4:00 PM Mountain time, Monday through Friday. 
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Winter 2009
TESTING PERSONNEL 

TEST SECURITY AGREEMENT

I acknowledge that I will have access to the Idaho Standards Achievement Tests (ISAT) for the 
purpose of administering the test. I understand that these materials are highly secure, and it is 
my professional responsibility to protect their security as follows:

1 I will protect the contents of the test from any improper access.
2 I will handle test items or test booklets in accordance with security instructions. Copying 

or taking notes about any part of the test is not allowed.
3 I will carefully restrict access to the test materials to only persons authorized by the 

District Test Coordinator.
4 I will assure students’ responses are accurate refl ections of their own work.
5 I will assure that students’ answers to test items are their own and that no one offers any 

improper assistance to students.
6 I acknowledge that discussing with teachers or students or answering any test questions 

contained in the assessment before, during, or after the administration of the test is a 
violation of test security.

7 I understand my username and password for the ISAT are secure and must remain 
confi dential.

8 I acknowledge that copying, highlighting, or any other modifi cation of the test booklet will 
result in an invalid test administration and no student scores will be reported.

9 I understand that any information about student data and test performance is confi dential 
and I am not at liberty to discuss or share with anyone who does not have legal access 
to that information.

Interpreters and all individuals involved in transcriptions of student responses must also 
read and sign the Test Security Agreement.
Please be sure to print, sign, and return the Test Security Agreement (from the computer 
OR manual) to the District Test Coordinator before administering any ISAT.
Signed: ____________________________________________________________________

Print Name: _________________________________________________________________

Position: ____________________________________________________________________

School: _____________________________________________________________________

District: _____________________________________________________________________

Date: ______________________________________________________________________

This page may be photocopied.
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